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THE GOAL OF THIS PRESENTATION IS TO:

=
e Serve as a reminder as to our policies

and procedures.

* Highlight some common problems we

have noticed in the catalog.
/

N
* Help ensure that we are all entering and

editing records in a common mannetr.

)




ALL OF THE RULES AND PROCEDURES IN
THIS PRESENTATION CAN BE FOUND IN
THE “EVERGREEN INDIANA CATALOGING
PROCEDURES GUIDE.”

Evergreen Indiana
Cataloging Procedures Guide

Originally written by Judy Siehl Hin

Updated and expanded by
The Evergreen Indiana Cataloging Committee

Parts of this document were adapiod from Iraming rmaternh cocited by
the Geongs Pioes Commorthem

http://www.in.gov/library/3386.htm



http://www.in.gov/library/3386.htm

VARIATION IN ISBN DUE TO A NEW

BINDING

It is not uncommon for some items—particularly children’s
books—to be rebound by a company other than the original
publisher. Companies such as Turtleback, BWI and Paw Prints
take the paperback edition of titles and rebind them, giving
them a new ISBN in the process.




VARIATION IN ISBN DUE TO A NEW

BINDING

For matching purposes, you generally should ignhore the ISBN on
the binding and use the one found in book, usually on the title
page verso.




VARIATION IN ISBN DUE TO A NEW

BINDING

As a courtesy to other catalogers, remember to add your
binding ISBN to the record like this:

*

020 9781932129373 (Paw Prints)

It is entirely possible to have multiple ISBNs for multiple
companies:

020 9781932129373 (Paw Prints)
020 9781592990566 (BWI)

x

Remember: When merging records, please copy these
ISBNs in to the merged record when applicable.




PAPERBACK & HARDCOVER BOOKS ON

THE SAME RECORD

According to the Procedures Guide, it is only ever permissible to attach a paperback to a
hardcover record (and vice versa) if the ONLY difference is the size of the book.

Publisher, publication date, edition statement and pagination MUST all match.

eleanor @ park
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Hardcover release Paperback release

1t edition (no edition statement)
Publisher: St. Martin’'s Press Publisher: St. Martin’s Griffin
328 pgs. 332 pgs.

22 cm. 20 cm.




PAPERBACK & HARDCOVER BOOKS ON

THE SAME RECORD

However, the Cataloging Committee is aware that there is some confusion surrounding
this rule and that some catalogers are taking an alternate approach to matching edition
statements.

In this method, if there is no edition statement on one of the items or if the edition
statement is merely “First paperback edition” it can be considered a match to the
hardcover despite the difference in edition statements.

THE GIRLS OF
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THE GIRLS OF

e Same publisher?

e YES! ATOM'C CITY f

WIN WORLD WAR I

e Same publication date?
* YES!

1st trade paperback ed.

Hardcover - 1st ed.

e Same pagination?
* YES!

DENISE KIERNAN

DENISE RKTERNAN




EBOOK VS. PRINT BOOK RECORDS

3 A VGROME —ye
e 1 Seah Coniton Cateogog s Bk =wc = \When adding a print book,
| 181 Revord: 0cn772227423 | 2 Porial| 3 23950 | 4 Bib Recoed: SICAS3BF4SEL1DCBB2E0OCORI33#609 | 3 Bib Record: (Sirs) 035831262 +
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S o R e e for a an ebook and not the
T — print version:

“‘-—-g . t
20130214340844.0
3

G Shu- - Enuus

Tia (0caie) send 72227423 SR Fixed field form =o

{aTEFCO < 7E¥0D 3 IMCOD
Y 9751101466005 [wlesttonic bk.|
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CIP (CATALOGING-IN-PUBLICATION)

RECORDS

These are records that are created by the Library of Congress
based on galley-proofs sent to them by publishers.

The information in these records is often incomplete and
possibly can be incorrect.

ALL THE
LIGHT

e All the Light We Cannot See WE
e Publisher: Scribners CANNOT

* Projected Publication Date:

* May 6, 2014




CIP (CATALOGING-IN-PUBLICATION)

RECORDS

MARC Record
:‘;‘::‘“‘”‘;:“':""“ | Encoding Level is 8. When you have upgraded the record,
BLvi |m | Form onf please replace with “I” to reflect new level of cataloging.
Cont |b GPub TR , , |
Desc |i Ilis Fest |0 DtSt |s Datel
T o aco i oo Remove all “junk” fields. These are all locally defined
50el T Toors0s10T51635 G Library of Congress fields and have no relevance to us
130517=2014
T rix *c orignew 3d1 te ecip 1 and Our Catalog-
$&acquire +b 2 shelf copies #x policy
% 4 +b xk1ll 2013-09-17 +i xkll 2013-05-17 BRY _—— MEFDRE
ozol [ Tie sreisreracsse fraraiach] Remove all ISBNs except for the one that matches the
020 ta 9781476746553 | rback) . . . . -
ozol | iz 973141?46609;53?,;,* h@ item in hand. This will help ensure that the record is
a DLC eng c DLC e I . . .
oszl | [+a pec hever accidentally merged with another record during a
043 $a e—fr—— fae-gx——-—
o ole]es et ot 2om dedupe.
084 ta FIC000000 +a FICO015000 +a FIC014000 +Z bisacsh
100]1 $a Doerr, Anthony, #d 1973- . . .
245[1[0]4a 811 the Light we camnor sec Always remove the 263 (Projected Publication Date)
264 1|ta New Yor ~ 1ibner, fc 2014.
263 +a 1405
300 ta es . . . . . .
336] | ra cox: Wmmmgrtont ALWAYS fill-in the pagination and dimensions and add any
337 ta unmediated £ ia . . . . . .
5ol | [sa volme 53 sncasrios = information about illustrations. This will help subsequent
a "From the highly acclaime
peaxeiou novel seow 22 catalogers who use this record to accurately match their item.

L] T




CIP (CATALOGING-IN-PUBLICATION)

RECORDS

Remember to double-check the following!

* There may be subtle differences in the title/subtitle. Correct to match the
item.

* Check the order of the authors listed in the statement of responsibility.

* Add edition statement if one is found on the item.

* Add series information if applicable

* Check for bibliographic resources and add pagination you can determine it.

* Add information about the presence of an index if one is present in the
item.

* Go through table of contents and check to make sure they match. These
can often change between the printing of the galley and the final
publication.




ON ORDER RECORDS

MARC Record
BLvl |'m Form Conf (0 Biog MRec Ctry |nyu
Cont GPub LitF |1 Indx |0
Desc |i Ilis Fest |0 Dt5t |s Datel | 2014 Date2
LDR 0113%cam a220033781 4500
001 20155211
003 EG-IN
003 20140221135607.0
008 131101=s2014 nyu e 000 1 eng
010 ta 2013038712
020 +a 9780374266325 (hardcowver)
020 ta 0374266328 (hardcover)
040 +a DLC +$beng +c DLC fe rda
042 ta pcc
030/ 0|0 |+a PS3553.U484 b 562 2014
082/ 0|0 |+a B13/.54 £2 23
100/ 1 ta Cunningham, Michael, #$d 1952-
245/1|4 |+a The snow gueen / +c Michael Cunningham.
250 ta First edition.
264 1l|ta New York : tb Farrar, Straus and Giroux, tc 2014.
263 ta 1405
300 +a pages cm
336 ta text 12 rdacontent
337 +a unmediated 2 rdamedia
338 ta volume +2 rdacar
299 {a ON ORDER RECORD
650 0 |+a Brothers +v Fiction.
650 0 |ta Drug addiction tv Fiction.
650 0 |+a Cancer +x Patients $v Fiction.
501 +a 1792639% +b System Local $c 20155211 £t biblio

If you come across a brief or
“on-order” record in the
catalog and you are able to
match your item with the
information provided in the
record, it is your responsibility
to either overlay or upgrade
the record.

Often these are CIP records so
treat them as you would any
other CIP record.

Do NOT import another record.
This creates more
unnecessary duplicates in the
catalog which will need to be
merged.



STREET DATES

Please observe street dates!

If you get items from vendors such as Baker & Taylor or Ingram
remember that they often ship items to libraries before the official
release date. This is a courtesy that gives libraries time to catalog and
process the books and have them shelf-ready on the release date. It
does not mean that libraries are allowed to circulate materials as soon

as they get them!

Fun fact! Making items available
' prior to their official release date is
known as “breaking street.”




STREET DATES

If you aren’t sure about a release date for an item, double-check on
Amazon. If Amazon still has a status of “Pre-Order”, then the item
is not officially released yet.

"~ - . -
ster St o 2
am\ az‘u T!o’x.!r‘une Yow Amazoncam  Today's Deals Gt Cards Sell Hep EaStEw'% ]Op.m ‘
&
Shop soks ~ Hello T 0 Wish
Department = S%roh | Buoks Yok At e Yl = Dt ‘

Books  Advanced Search  New Releases  Best Sellers  The New York Times® Best Sellers  Children's Books ~ Texibooks  Testbook Rentals  Sell Us Your Books
All the Light We Cannot See: A Novel and over one milion other books are avallable for Amazon Kindle. Leam moia

All the Light We Cannot See: A Novel sae I ¥ @
ALL THE Hardcover
LIGHT by Anthony Doest = (Author) Pre-order $19.89
Qy 1 = List Price §22.00
WE + See al 5 formats and editons Save S7 11 (26%)
Pre.order Pnce
CANNOT Kindle Hardcover Audio CD Guarantee
SEE §1000 | $19.89 $26 99 FREE Shipping on orders aver §35
[ —— 1 New from 510 89 1 New from $26 00 Thes tlle will be released on May €, 2014
v Ships from and sold by Amazon com
MARIE-LAURE LIVES WITH HER FATHER in Paris near the Gift-wrap available

Museum of Natural History, where he works as the master of its
thousands of locks. \WWhen she is six, Marie-Laure goes blind and

() Flip to back her father builds a perfect miniature of their neighborhood so
she can memoerize It by touch and navigate her way home. When
X —d she Is twelve, the Nazis occupy Parls and father and daughter on 1 10 bum on 1-click ondaring

- . Bowbo bho ivcoMad shadel al Palwb Mlale bhoce Mladle | wivn's




STREET DATES

Remember that everyone including patrons can see the status of your
materials. If you are circulating the new James Patterson a week
before it officially should be released, it leads to awkward
conversations between library staff and their patrons at other
institutions.

But that other library is letting
people have it! Why won’t you
let me check it out right now?!
Why are you being so mean?!
Waaaaahhhhh!!!

Best practice: Catalog items as you receive them but leave the status
as “In-Process” until the official release date.



AS A COURTESY TO YOUR
FELLOW CATALOGERS AND
TO HELP KEEP YOU IN LINE

WITH PUBLISHING AND
DISTRIBUTION RULES,

PLEASE OBSERVE STREET
DATES!




STREET DATES

NoSnojio!!! .

Fmfheggingyou!!!

Don’t let them circ
before the street

Jdatel}



SERIOUSLY.

OBSERVE THOSE STREET
DATES.




DUPLICATE ISBNS AND UPCS ($2)

It is possible for two records to have matching ISBNs or UPCs while
hot actually being duplicate records. In order to avoid the two
being merged during an automated deduplication process, it is
strongly recommended that catalogers replace the $a with a

$z.

Record A: 020 __ |a 9780553349498
Record B: 020 __ |z 9780553349498

Record C: 024 1_ |a 883929242221
Record D: 024 1_ |z 883929242221

Our deduplication script is programmed to ighore records B and D
due to the presence of the $z and they will not be merged to
records A or C.

While merging records by hand, be on the lookout for the $z.



DVD/BLU-RAY COMBO PACKS

You have a couple of options as to how you may handle these...

BLU-RAY + A1y ;
0+ DIGITAL Ho. St DV DISTYAL CODW
SIMON P . :
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DVD/BLU-RAY COMBO PACKS

*Option 1: Circulate everything together as a set.

If you do this, make sure your record has a 007 for each format!

eg. 007 vdcsaizq (for Blu Ray)
007 vdcvaizq (for DVD)

Discard any Digital Copy discs! These
usually require a code which is only
available for a limited time. Delete

any reference to these discs in the bib
record.




LOCATION

Batesville Memorial
Public Library -
Batesville

Indiana State Library -
Indianapolis

Indiana State Library -
Indianapolis

Lebanon Public Library
- Lebanon

Milford Public Library -
Milford

North Webster
Community Public
Library - North Webster

Princeton Public Library

53 projected medium

Available copies

« 4 copies at Evergreen Indiana.

CALL NUMBER / COPY NOTES

BLU ADULT-F WOLF 4049

VID BR THOR (Text)

VID DVD THOR (Text)

BLU-RAY F WOL 6490 (Text)

BR Wol (Text)

*RDVD-BLU* WOL Adult (Text)

Bl Doy Maovia \Wnlf (Tovi)

34330512770588

DVD/BLU-RAY COMBO PACKS

Option 2: Catalog as a set but circulate the Blu-Ray and DVD discs
separately using the parts feature.

Current holds

5 current holds with 8 total copies.

SHELVING
LOCATION

DVD Fiction

Data Center
DVD

Data Center
DVD

AV
Department

72433000129151 Adult DVDs

72436000089589 DVDs

anconnnnsszoas  UPPET level,




DVD/BLU-RAY COMBO PACKS

* Option 3: Physically separate the items and catalog them on two
different records.

Things to remember when splitting-up combo packs:

You may add your DVD to the record for the regular DVD release IF
the content of the discs match. The same is true for the Blu-Ray
version.

If you can’t add your copy to the regular record, you will need to
create a new one. (Hint! Use the flat text editor to “clone” the
regular version record!)

Use $z in the 020 and 028 when appropriate to keep your record

from merging with a record for the complete set during a
dedupe.




DVD/BLU-RAY COMBO PACKS

Double-check the special features, especially on the DVD discs.
Often (but not always), the special features and language
options for the DVD in the combo pack will be different than
those found on the regular DVD release. When this happens,
you will need to create a new record.

_ The content on the DVD |78

//4 onise: }Z’?f/’/"’” in the this case is not always -
' the same as that on the DV
this one!
Blu-Rays also tend to have
much more content on them *tﬂv “e (ﬁ

than the DVDs so avoid cloning {

Wa Arvgnhers’
SLU-RAY « DVD l r LL ¢ BULTRAVIOLET

a Blu-Ray record and altering it i AR

to make it a DVD record. —eee




AUDIOBOOHKS: LIBRARY & REGULAR

(TRADE) EDITIONS

The discs and content of library edition audiobooks are usually
identical to the regular—or trade—versions. Often the only
difference is the ISBN, edition statement and packaging.

The discs in this
library edition are the
same as the discs in this

trade version ‘ -

STARD

Since the items are essentially the same thing, it is permissible to put them on the
same record.

Add the publisher number (028) and ISBN (020) to the record for whichever version
you have in hand.
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69 LOVE SONGS

ACHTUNG BABY
RID OF ME by Kate Schatz

33,1 PEOPLE'S INSTINCTIVE TRAVELS

8 AJA by Don Breithaupt

—— lldﬂjnj!n.lﬂ?ﬁ%] o e
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) CKELS ON THE DIME by M
333 TROUT MASK REPLICA
a THE NOTORIOUS BYRD wxo._.xmzws Ric Menck
3371 SONGS IN THE KEY OF LIFE
USE YOUR ILLUSION | AND II
COURT AND SPARK
DAYDREAM NATION

BEE THOUSAND
THE WHO SELL OUT
LOVELESS
IN UTERO
| THE NOTORIOUS BYRD BROTHERS by Ric Menck
THE STONE ROSES

DOOLITTLE
- by Dan LeRoy
| IN THE AEROPLANE OVER THE SEA
MUSIC FROM BIG PINK

BORN IN THE US.A.

L .\ - by Hi
KICK OUT THE JAMS

THERE'S A RIOT GOIN' ON by Miles Marshall Lewis

MURMUR

ARMED FORCES
RAMONES
PET SOUNDS by Jim Fusilli
by Bill Janovitz
LED ZEPPELIN ¥ 2@ by Erik Davis
LET IT BE
OK COMPUTER
AQUALUNG
LIVE AT THE APOLLO by

LET IT BE

0
N
<)
N
®
N
-
N
(=}
N
0
™
B
-
©
"
n
L ol
<
™
N
™~
-
1.
o
s 1
~
©
n

ELECTRIC LADYLAND by
ABBA GOLD! ') -
THE PIPER AT THE GATES OF DAWN

MEAT IS MURDER -

HARVEST

FOREVER CHANGES

Series information is extremely helpful to both

patrons and staff!

ble.
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Catalogers are encouraged to add series




SERIES TITLES

& LorD Or Ti ke _ Sometimes it is easy to tell that a book is part of

z - \
L . . : :
a series. Transcribe the series as it appears on

-~ = ¢
‘T‘Ie Iwo lowers the item in the 490 field.

*It is an extraordinary work—pure excitoment,
unencumbered narrative, moral warmth, barefaced
rejoicing in beauty, but excitement most of all.”

NEWYODNR TIMES

Other books might not
explicitly state they are part
of a series but you may know
that they are. (This is often
true for books that are
volume 1 in a series!)

In this case look for an
established series name or
create one based on
information from the author’s
website or a program such as
NovelList. Put this series
hame in brackets in the 490.




- Search In addition to finding a series title,
FANTASTICFICTION you can use resources such as
- lﬂfj:rc'll for \“ . ’[‘ - [ Find Novelist, Goodreads, Amazon or
‘ FantasticFiction to find the series
humber.

5 books found Sorted by Most popular

{ ! 1 (Damar. book 2)
Novel by Robin McKinley

1984 As with series titles, if the number
is hot on the book it goes into a
Demon Sea (I, Hero: Blood Crown Quest) braCketed 490 $V'
Novel b}‘ Steve Barlow and Steve Skidmore
2013

100| 1 ta McKinley, Robin.
245|/1| 4 |ta The hero and the crown / $c Robin McEinley.

230 ta 1st ed.
Sands d (I. Hero Blnod Crown Quest) 260 ta New York : +b Greenwillow, +c c1984.
{ 300 ta 246 p. ; tc 23 cm.
.\U\LH)_\ Steve Barlow and Steve Skidmore T e
500 ta Series information from FantasticFiction.

ta Zerin, with the guidance of the wizard Luthe and
her as the daughter of the Damarian king and a w|

Remember! If you get series information ||
from someplace other than the book, 58¢[ | |3a Newbery Medal winner, 1985.

630 1 |+a Fantasy.

please note where the information came | &% 7= rentasy Siction. 2 seazs

630 7 |¥a Newbery Medal books. +2 sears

. . a0 ta McFinley, Robin. +t Damar v 01.
from In the 500 fleldl » +a 1D395325D18F11D684F400E018312359 +b Unknown fc




SERIES TRACING

4 " o , - A A The point of tracing a series is to
/“' 7. i bl a2 Lo S ensure uniformity in how a series
‘o " is called within the catalog.

§ | e VR TOUES vl
TAE WOOCS aaq FAITA

AT E%-UEABRUKEN
34 HARBOR

To trace a series, use the
following steps:

| 1. Check Library of Congress for an authorized series hame. ]
2. If not in LoC, look to see if there is a locally established
hame.
3. If none is found, establish a name as it appears in the item
OR use the series name from a program such as Novelist.




SERIES TRACING

111

MARC Record
035 $a (OCOLC) ocn228682579
040 +a EEM +c EEM +d LEC +d BARER +d ABG +d NDI +d RZ5
020 +a 9780143113492 (pbk.)
020 +a 0143113496 (pbk.)
035 t+a (OCoLC) 228682579
030 4 |+a PR6106.R457 +b I52 2008
o082 +a 823/.52
045 t+a RZSA
100 $+a French, Tana.
5 0|+a In the woods / +c Tana French.
2 ta New York = +b Penguin Books, tc 2008, c2007.
300 $a 429, 22 p. ; tc 22 cm.
450 +a [Dublin Murder squad ; +tv bk. 1]
500 ta Series numeration from goodreads.com.
500 ta Includes excerpt from The likeness.
+a Detective Rob Ryan and his partner, Cassie Maddox, investigate the murder of a 12-year—-old girl near
a Dublin suburb. The case resonates with similarities to a murder committed twenty years before that
320 involwed two children and the young Ryan.
&50 0 |$a Ryan, Rob (Fictitious character) +v Ficticn.
&50 0 |ta Maddox, Cassie (Fictitious character) +v Fiction.
650 0 |ta Detectives +z Ireland tz Dublin tv Fiction. I h 800 f' Id : gl d'g'
&50 0 |$a Women detectiwves +z Ireland +z Dublin 3w Fiction. n t e Ie ? Start SIn e I It
650 0 |$a Murder #x Investigation v Fiction. . “ ”
@50 0 |$a Children #x Crimes against $wv Fiction. VOIume numbers Wlth O to ensu re
655 7 |+a Mystery fiction. +2 gsafd . . .
655 | 0 +a Paychological Fiction. 2‘4 proper humerical indexing.
800 t+a French, Tana. tt Dublin Murder squad ; v 01.
856 2 |+3 Contributor biographical information #u http://www.loc.gov/catdir/enhancements/£fy0731/2006033498-b.html
994 +a CO0 +b RZ5
201 +a ocn228682579 +$b OCoLC +c 18035787 #t biblio




LEXILE

Lexile measurements provide information about the difficulty of
a text and are assigned to a title and its association ISBN.

The Lexile measurements may be obtained via their website:
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/

Reading program information should NOT be included in the
record. This includes values for Reading Counts and
Accelerated Reader.


http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/
http://www.lexile.com/about-lexile/How-to-get-lexile-measures/

GMD

AKA 245 |H

When cataloging with RDA, remove the GMD entirely. They are no
longer used and the Evergreen system does not draw any data from
them anyway. It is far more important to have the fixed fields and
007 coded as they give much more information about the physical
characteristics of the item than the GMD does.

'?emember! Many libraries outside of our consortium continue to
add the GMD to records as their respective library systems actually
nheed that subfield to help differentiate formats. As you import
records into Evergreen, please remove the GMD from any that are
coded for RDA or that are coded with terms that are not on the list
provided by the Library of Congress Rule Interpretations.

The complete list available at:
http://www.oclc.org/bibformats/en/onlinecataloging.htmI#BCGFECEG)



http://www.oclc.org/bibformats/en/onlinecataloging.html

LOCAL SUBJECT HEADINGS

While locally-defined information is not allowed in Evergreen records,
catalogers are encouraged to add subject headings indicating that the
material has a connection to the state of Indiana or to their own
community.

Examples:
650 _0 |a Authors |z Indiana.
650 _0 |a Musicians |z Indiana.

650 _0 |a Authors |z Indiana |z Thorntown.

Catalogers should delete other kinds of local information (often found in
a 590 or 690 field).

3 The
FRIENDLY
PERSUASION




2.3 million

# of bib records in the
Evergreen catalog



THANK YOU FOR ALL
YOUR HARD-WORK,
SUPPORT AND

COOPERATION IN
MAINTAINING OUR
SHARED CATALOG!



Questions?




